Project Files List 


Read the following information carefully! 
It is very important to organize and keep track of the files you need for this book. 


1. Find out from your instructor the location of the Project Files you need and 
the location where you will store your files. 


e To complete many of the units in this book, you need to use Project Files. Your instructor will either provide you with a copy of 
the Project Files or ask you to make your own copy. 


e |fyou need to make a copy of the Project Files, you will need to copy a set of files from a file server, stand-alone computer, or 
the Web to the drive and folder where you will be storing your Project Files. 


e Your instructor will tell you which computer, drive letter, and folders contain the files you need, and where you will store 
your files. 


e You can also download the files by going to www.course.com. See the inside back cover of the book for instructions on how to 
download your files. 


2. Copy and organize your Project Files. 


Floppy disk users 


e Ifyou are using floppy disks to store your Project Files, the list on the following pages shows which files you'll need to copy onto 
your disk(s). 


e Unless noted in the Project Files List, you will need one formatted, high-density disk for each unit. For each unit you are 
assigned, copy the files listed in the Project File Supplied column onto one disk. 


e Make sure you label each disk clearly with the unit name (e.g., Word Unit A). 


e When working through the unit, save all your files to this disk. 


Users storing files in other locations 
e Ifyou are using a zip drive, network folder, hard drive, or other storage device, use the Project Files List to organize your files. 


e Create a subfolder for each unit in the location where you are storing your files, and name it according to the unit title (e.g., 
Word Unit A). 


e For each unit you are assigned, copy the files listed in the Project File Supplied column into that unit's folder. 


e Store the files you modify or create for each unit in the unit folder. 


3. Find and keep track of your Project Files and completed files. 


e Use the Project File Supplied column to make sure you have the files you need before starting the unit or exercise indicated in 
the Unit and Location column. 


e Use the Student Saves File As column to find out the filename you use when saving your changes to a Project File that was provided. 


e Use the Student Creates File column to find out the filename you use when saving a file you create new for the exercise. 
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Note: In Access, the original Project Files are used to complete the exercises. Therefore, it is a good practice to make a backup copy of the sup- 
plied Project Files before you use them, in case you need to go back and repeat any of the exercises. 
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*Because the files created in this unit are large, you will need to organize the files onto 5 floppy disks if you are completing all the exercises. 


Copy the files as outlined above, and label each disk clearly (e.g., Integration Unit D Disk 1). 
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